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Module 2 :e-Commerce  Systems >OTCnet 
	Log in to OTCnet Offline Check Capture Software

	1
	Double click the “Start OTCnet Offline” icon located on your terminal’s desktop

	2
	When the pop-up screen appears, enter User ID, and the temporary “offline password” you created on the OTCnet website

	3
	Enter your user ID and offline password and click “Login”:
a.  If this is your first time logging on to the offline application, use the temporary offline password provided by your CCA
b.  If this is not your first time logging on, use your  permanent offline password, and click “Login”. This will direct you to the offline home page after successful login

	4
	If using a temporary offline password provided by the CCA, the “Set Permanent Password” page appears.  Enter your temporary password, new offline password, and re-enter for verification

	5
	Click “Save”

	6
	Click the “Return to Login” page

	7
	Enter your user ID and permanent offline password in the appropriate text boxes, and click “Login”.

	8
	The OTCnet Offline Home Page appears





	Scanning a Check

	1
	Click the “Check Processing” tab

	2
	Click “Check Scan”

	3
	Under “ALC+2”, verify the OTC Endpoint (the ALC+2 is your office DSSN plus a 2 digit location code)

	4
	Under “Processing Method”, select “Customer Present”, “Customer Not Present” or “Back Office” from the drop-down list

	5
	Under “Item Type”, select  “Personal” or “Non-Personal” from the drop-down list

	6
	Under “Scan Controls”, click “Start Scan” when ready and place the check in the scanner

	7
	Under “Agency Form Data”, enter the Amount and full SSN in the fields provided

	8
	Leave “Agency Accounting Code” field blank.

	9
	Click “Save”






	Void a Check

	1
	Click “Batch Management” from the Check Processing tab

	2
	Under “Search Batch”, select or enter “Batch Search Conditions” or “Batch Status”

	3
	Under “Batch Search Conditions”, select the “OTC Endpoint” and input the “Cashier ID” or select  the radio button for “Open Batches” under the “Batch Status” section

	4
	Click “Search”

	5
	Select the cashier’s batch list by clicking the link under “Batch ID”

	6
	The screen will refresh to show “Batch and Check Details” which gives an individual listing of each check transaction

	7
	The CCS will review the list of approved checks for the identified mistake or may review each check to find the check that needs to get voided

	8
	Click the “Item ID” link of the identified check

	9
	The CCS will review the details of the check and if the check needs to get voided, selects the “Void” button

	10
	A confirmation window will pop-up to validate the void transaction, select the “Confirm” button

	11
	The CCS must enter comments on why the check was voided and select the “OK” button when complete

	12
	A window will popup stating that information is being sent to DDS

	13
	When complete, select the “OK” button

	14
	The check status will change from “Approved” to “Void” in OTCnet

	15
	The voided check will disappear from DDS (as long as it has not been used for a transaction)

	Close a Batch

	1
	Click “Batch Management” from the Check Processing tab

	2
	Under “Search Batch”, select or enter “Batch Search Conditions” or “Batch Status”

	3
	a.  Under “Batch Search Conditions”, select or search the batch search conditions, or
b.  Under “Batch Status”, select the radio button(s) under the “Select” column

	4
	Click “Search”

	5
	From “View Batches” page, click the “Batch ID” link to review the checks within a batch

	6
	From the “View Checks” page, click the “Item ID” of each scanned check to verify details of each check

	7
	Click “Previous”

	8
	Check the radio button(s) to the left of the “Batch ID” to close out a batch(es)

	9
	Click “Close Batch”

	10
	Click “Confirm” to confirm batch close

	11
	Add batch control values and click “Next”

	12
	Click “Print PDF Report”

	13
	Click “Confirm Report Print”

	14
	Enter online password and click “Login”

	15
	After the LVD updates, click “Close”

	16
	Click “Return Home”



Module 3: Deployable Disbursing System (DDS) Transactions
	Accept a DD 1081 Advance from DA

	1
	The begin the day’s business, the cashier must accept the advance of funds for the day.  To do this start from the DDS home screen.

	2
	Under the “Reports” menu and select “DD 1081 – Statement of Agent Officer’s Account”

	3
	An information window will pop-up letting you know an Incoming 1081 must be processed. Click OK

	4
	The amounts listed on line 2 and 3 of the DD1081 should be provided to you in cash from the DA. 
Note: If an error was made in amounts, the casher can Reject the 1081 back to the DA for corrections.

	5
	Once that cash is counted and confirmed to be correct, click the Confirm button.

	6
	An confirmation window will pop-up, Click OK

	7
	DDS will generate the DD1081.  If the DA didn’t already print the DD1081, you can do so now.

	8
	Click the “Red X” to close the window. 

	9
	Red Door out to the DDS home screen.





	SVC Load

	1
	Start the Exchange Transaction – SVC Load by using Card Processing Station

	2
	Insert customers ECC

	3
	Once “Update Card” screen appears, Click in the “Revalue Amount” field and enter amount of funds cardholder wishes to add

	4
	Click the “Revalue” button

	5
	EagleCash “Transaction Summary” window appears

	6
	Click “OK” and remove card from reader when prompted

	7
	Switch to view DDS

	8
	Under the “Processing Menu” select “Exchange Transactions”

	[bookmark: _GoBack]9
	Click the “Available Loads” button ; select the correct transaction line and click “OK” to prefill the SVC transaction data; validate the data and input the remainder of the customers data

	10
	Under “Incoming” section, select US from the “Curr Cd” dropdown menu and type 100.00 in the “Amount” block

	11
	Under “Outgoing” section, confirm the data bridged over from Card Processing

	12
	Validate and Save the transaction





	SVC Sale

	1
	Start the Exchange Transaction – SVC Sale by using the Point of Sale (POS) device

	2
	Insert the ECC into the point of sale device, face up with the chip inserted first.  The available balance is briefly displayed, followed by a “Sale Amount.”

	3
	Type in the amount of the sale (dollars and cents, the decimal is automatically included), then press enter.  The message “TOTAL CORRECT?” is displayed, choose “YES” or “NO.” 

	4
	The following messages are displayed in turn:  
-PLEASE WAIT PROCESSING NOW  
-APPROVED AVAIL BAL (Remaining balance on card displayed)
-PLEASE REMOVE CARD (the terminal will beep) 
A receipt is then printed.

	5
	Click “OK” and remove card from reader when prompted

	6
	Remove the card, and the receipt.

	7
	Switch to view DDS to complete the exchange transaction in DDS

	8
	Under the “Processing Menu” select “Exchange Transactions”

	9
	Enter customer’s identification information

	10
	Under “Incoming” section, select US from the “Curr Cd” dropdown menu, type 100.00 in the “Amount” block, select SV from the “NI Type”, enter the last 6 digits of the ECC number, and current date

	11
	Under “Outgoing” section, select US from the “Curr Cd” dropdown menu and type in the amount

	12
	Validate and Save the transaction





	Merchant POS Device

	1
	To begin processing a Merchant POS device, first you must prepare your workstation.  Start by disconnecting the end of the Hypercom download cable (HDC) and the power cable from cashier’s POS device.  Remember to twist while removing the plug. 

	2
	Connect the end of the HDC to the merchant’s POS terminal.

	3
	On the Point Of Sale (POS) terminal screen, select “Reports” and then “Detail” for a detailed report. This is given to merchant at the end of the transaction.

	4
	Open and log into CPS

	5
	Select the “Collect Transactions” icon.

	6
	The “Collect Transactions” window will appear.

	7
	On the EC POS terminal press BATCH, “Enter Password” prompt appears, key the password “0000” on the POS and press enter.

	8
	On the Collect Transactions box, click “OK.”

	9
	The POS terminal transactions are transferred to the ECC laptop.

	10
	Once the POS transactions are transferred to CPS, CPS will send the terminal the latest HotList. When the process is complete, click “OK.” 

	11
	A detail report and a settlement report will print from the ECC POS terminal confirming the transfer.

	12
	The ECC POS terminal will display the message “Process Completed.”

	13
	Remove the settlement report from the terminal and retain for cashier records.  Leave the Detail Report on the EC POS terminal as validation that transactions were uploaded.

	14
	The collected transaction files will be added to the “Files Pending Delivery” in SVC EOD.

	15
	To finish the process, the transaction must be entered into DDS as an exchange transaction.

	16
	Open DDS and process exactly like previous NI for cash transactions, except in this case the NI type is SV and the NI number is the device number of the Merchant POS device.   

	17
	Ensure the check block marked “Merchant POS Sales Transaction” is checked

	18
	The Merchant will receive the Foreign Currency equivalent of the total of what was on their POS device.  The process is completed by unplugging their device; returning it, their cash, and the first detail receipt printed as a confirmation of the total paid.  It may also be helpful to use the “receipt requested” function of the DDS exchange transaction to provide to the vendor.





	NI using OTCnet

	1
	To begin an exchange transaction involving cashing a check, log in to OTCnet and click “Check Scan” under the “Check Processing” tab.

	2
	Verify batch count first

	3
	Under “ALC+2”, verify the OTC Endpoint (the ALC+2 is your office DSSN plus a 2 digit location code)

	4
	Select “Customer Present” from the “Processing Method” dropdown menu

	5
	Select “Personal” from the “Item Type” dropdown menu.

	6
	Verify information on the physical check is complete and valid

	7
	Under “Scan Controls”, click “Start Scan” when ready and place the check in the scanner

	8
	Under “Agency Form Data”, enter the Amount and full SSN in the fields provided

	9
	Leave “Agency Accounting Code” field blank.

	10
	Click “Save”

	11
	Switch to view DDS

	12
	Under the “Processing Menu” select “Exchange Transactions”

	13
	Click the “Available NI” button to associate the check you just scanned in OTCnet with the current DDS transaction.  The data available from OTCnet will bridge over into DDS.  Enter the remainder of the Customers data

	14
	Under “Incoming” section, validate the check info is correct

	15
	Under “Outgoing” section, select US from the “Curr Cd” dropdown menu and type in the amount

	16
	Validate and Save the transaction

	Manual Disbursements

	1
	Start from the DDS home screen

	2
	Under the “Processing Menu” highlight Disbursements and select “Manual”

	3
	Select US from the “Curr Cd” dropdown menu

	4
	Select Cash from the “Payment Type” dropdown menu

	5
	Select CA1 from the “Voucher Series” dropdown menu

	6
	Select the “Institution” radio button and input the Payee’s name: Desert Caravans

	7
	Select the “foreign” radio button and input the Payee’s address: Deserts, FC

	8
	Input the “Contract/Requisition Nbr”: DABT51 00 C 0014
Input the “Contract/Requisition Date”: 5/30/2015
Input the “Invoice Number”: 1237
Input the “Invoice Date”: 6/5/2015
Input the “Amount”: 5000

	9
	Click the “Accounting Lines” button

	10
	The Accounting Line input screen will appear. Fill this out from left to right, all blocks with an asterisk (*) must be filled in.  Data is still obtained from the payment voucher.
Input “DPI Cd” (Data Processing Installation Code): 83
Input “FY” (Fiscal Year): 5
Input “APC” (Account Processing Code): 2LQ4
Input “EOR” (Element of Resource): 11BB
Input “US Equivalent”: 1400.00
Input “Document Reference”: W91N123666M170
Input “IBOP” (International Balance of Payments): US
Input “ODC” (Obligation Data Code): 2

	11
	Click OK to return to the Manual Disbursement Screen

	12
	Click Save

	13
	Click Pay

	14
	A confirmation dialogue box will pop-up, click Yes

	15
	DDS will assign the voucher a DOV#.  Write this number on the top right corner of the paper voucher.  Click OK.

	16
	A window will pop up informing you that the voucher was marked paid in the system and updated all associated records.  This is when the voucher would need to be signed by the payee, cash counted out (and confirmed) and payment made to the payee.  A copy of the completed voucher is given to the payee, and sent back to CVS, but the original is kept with your business.





	Military Payments

	1
	Start from the DDS home screen

	2
	Under the “Processing Menu” highlight Disbursements and select “Military Payments”

	3
	Ensuring you are on the “Military Payment” tab, begin by filling out the Soldier’s personal information.  Address should identify unit and base the customer is located.

	4
	Select Cash from the “Payment Type” dropdown menu

	5
	Select Army from the “Branch of Service” dropdown menu

	6
	Select Active Duty on Milpay from the “Duty Status” dropdown menu

	7
	Select Enlisted E7 from the “Pay Grade” dropdown menu

	8
	Select the “Casual” radio button

	9
	Select Casual Pay from the “Reason Pay Category Code” dropdown menu, and enter $100.00 in the “Amount” block

	10
	Click the “Accounting Lines” button

	11
	The Accounting Line input screen will appear. Fill this out from left to right, all blocks with an asterisk (*) must be filled in.  For Military Payments most of the data will be prefilled based on the Soldier’s data you input on the previous screen
Input “US Equivalent”: 100.00
Input “Document Reference”: CASUALPAY85500
Input “ODC” (Obligation Data Code): 2

	12
	Click OK to return to the Military Payment Screen

	13
	Click Save and Red Door out to the home screen.  The cashier must then get the payment certified before paying it.

	14
	A Certifier would log in to the system, access the Military Payment Screen and would review the payment and supporting documentation to determine if there are no mistakes, and it is proper and legal to pay.  If there are no problems the certifier would click the Certify button  (the Reject button could also be used if problems were detected by the certifier).

	15
	The certifier would click the “System” button on the Certification Method popup window

	16
	The certifier would click “OK” on the confirmation window stating the payment was certified.  The certifier is finished with the process at this point and can log out of DDS.

	17
	The Cashier would return to the Military Payment window in DDS and click “Group Pay”.   This is when the voucher would need to be signed by the payee, cash counted out (and confirmed) and payment made to the payee.

	18
	The Military Payment is complete, and the cashier can Red Door out to the DDS home screen.





	Manual Collections

	1
	Start from the DDS home screen

	2
	Under the “Processing Menu” highlight Collections and select “Manual”

	3
	Begin by clicking the “Person” radio button and filling out the customer’s personal information.  Address should identify unit and base the customer is located.

	4
	The “Collect Type” dropdown menu should reflect Receipt

	5
	Select US from the “Curr Cd” dropdown Menu, and enter $1000.00 in the “Amount” block.  (NOTE: if this were a check collection the check would need to be scanned first in OTCnet so it would be available in DDS after clicking the “Available NI” button)

	6
	Click the “Accounting Lines” button

	7
	The Accounting Line input screen will appear. Fill this out from left to right, all blocks with an asterisk (*) must be filled in.  Data is still obtained from the collection voucher.
Input “DPI Cd” (Data Processing Installation Code): 7K
Input “FY” (Fiscal Year): 5
Input “APC” (Account Processing Code): 2KPP
Input “EOR” (Element of Resource): 12SK
Input “US Equivalent”: 1000.00
Input “Document Reference”: GPLD8550YP3333
Input “IBOP” (International Balance of Payments): US
Input “ODC” (Obligation Data Code): 2

	8
	Click OK to return to the Manual Collections Screen

	9
	Click Save

	10
	A confirmation dialogue box will pop-up, click OK

	11
	Click Collect

	12
	A confirmation dialogue box will pop-up, enter the Certifying Officer’s name in the box provided and click OK

	13
	DDS will assign the voucher a DOV#.  Write this number on the top right corner of the paper voucher.  Click OK.

	14
	This is when the cashier would complete the collection process; obtain signature by the DA/DDO, cash counted out (and confirmed) and put in drawer, and copies made.  Two copies of the completed voucher is given to the customer (one for them, one for the CCV box), and the original is kept with your business.

	15
	The Manual Collection is complete, and the cashier can Red Door out to the DDS home screen.





	SDP Collections

	1
	Start from the DDS home screen

	2
	Under the “Processing Menu” highlight Collections and select “Savings Deposit Program”

	3
	Ensuring you are on the “SDP” tab, begin by filling out the Soldier’s personal information.  Address should identify unit and base the customer is located.

	4
	Select Army from the “Branch of Service” dropdown menu

	5
	Select Enlisted E3 from the “Pay Grade” dropdown menu

	6
	Input the amount and types of currencies being deposited: Click in the “Curr Cd” block and US will appear (note: only US is allowed to be deposited into SDP, any FC would need to be reconverted prior to the SDP transaction). Enter $1000.00 in the “Amount” block.  (NOTE: if this were a check collection the check would need to be scanned first in OTCnet so it would be available in DDS after clicking the “Available NI” button)

	7
	Click the “Accounting Lines” button

	8
	The Accounting Line input screen will appear. Fill this out from left to right, all blocks with an asterisk (*) must be filled in.  SDP accounting information is provided to each office, ensure you use the correct line of accounting for each branch of service.
Input “DPI Cd” (Data Processing Installation Code): 7K
Input “FY” (Fiscal Year): X
Input “APC” (Account Processing Code): W009
Input “EOR” (Element of Resource): 0000
Input “US Equivalent”: 1000.00
Input “Document Reference”: SDP8550MJO7777
Input “IBOP” (International Balance of Payments): US
Input “ODC” (Obligation Data Code): 2

	9
	Click OK to return to the SDP Collections Screen

	10
	Click Save and Red Door out to the home screen.  The cashier must then get the SDP certified before collecting it.

	11
	A Certifier would log in to the system, access the SDP Collection screen and would review the collection and supporting documentation to determine there are no mistakes, and it is proper and legal to collect.  If there are no problems the certifier would click the Certify button (the Reject button could also be used if problems were detected by the certifier).

	12
	The certifier would click the “System” button on the Certification Method popup window

	13
	The certifier would click “OK” on the confirmation window stating the payment was certified.  The certifier is finished with the process at this point and can log out of DDS.

	14
	The Cashier would return to the SDP Collection screen and Click “Collect”.   

	15
	A confirmation dialogue box will pop-up, asking if the cashier is collecting the right voucher (double check the name on the screen is the customer in front of you), click OK

	16
	DDS will assign the voucher a DOV#.   Click OK.  (the system will generate the voucher with the number on it)

	17
	A final confirmation dialogue box will pop-up, click OK.  This is when the cashier would complete the collection process; obtain signature by the DA/DDO, cash counted out (and confirmed) and put in drawer, and copies made.  Two copies of the completed voucher is given to the customer (one for them, one for the CCV box), and the original is kept with your business.

	18
	The SDP Collection is complete, and the cashier can Red Door out to the DDS home screen.





	Loss of Funds

	1
	Start from the DDS home screen

	2
	Under the “Processing Menu” select “Loss of Funds”.  

	3
	Ensuring you are on the “Input” tab, begin by checking the “Accountable DO Code”; it will prefill to the current DO (it can be changed to a predecessor DO if necessary but a change is unlikely).  

	4
	Selecting the “Cash” radio button under “Loss Type”.

	5
	Select US from the “Currency Code” dropdown menu.  (Note: only 1 currency type per JV is allowed, so multiple JVs may be required to complete a LOF).

	6
	Input $10.00 in the “Amount” block.  (NOTE: if this were a NI LOF the check would need to be selected from the NI list on the screen)

	7
	Input the JV Number (locally tracked and assigned)

	8
	In the “Memo” field, enter the description of the Loss and as much detail on the case as possible.
For Training Purposes: “Cashier discovered a $10.00 shortage”

	9
	Click the Save button.  This will cause DDS to generate the JV

	10
	Print the JV for cashier and DA signatures and retain with the day’s business.  A separate copy is maintained in the office until the case is resolved.





	Overage

	1
	Start from the DDS home screen

	2
	Under the “Processing Menu” select “Loss of Funds”.  

	3
	Ensuring you are on the “Overage” tab, begin by selecting US from the “Curr Code” dropdown menu

	4
	Input $100.00 in the “Amount” block, and click the “safe” button to denominate the overage.  

	5
	In the “Explaination” field, enter the description of the overage and as much detail on the case as possible.
For Training Purposes: “Cashier found an extra $100 bill when counting at the end of the night”

	6
	Click the “Accounting Lines” button

	7
	The Accounting Line input screen will appear.  Fill this out from left to right, all blocks with an asterisk (*) must be filled in.  Overages will be placed in the DO’s suspense account (with their approval) or an alternative accounting line will be provided based on circumstance of overage.
Input “DPI Cd” (Data Processing Installation Code): 7K
Input “FY” (Fiscal Year): F
Input “APC” (Account Processing Code): WFAY
Input “EOR” (Element of Resource): 0000
Input “US Equivalent”: 100.00
Input “Document Reference”: OVERAGE
Input “IBOP” (International Balance of Payments): US
Input “ODC” (Obligation Data Code): 2

	8
	Click OK to return to the Overage Screen

	9
	Click the Save button.  

	10
	This will generate the CCV #, click OK

	11
	A confirmation dialogue box will pop-up, click OK.

	12
	Print the CCV for certifier and DA signatures and retain with the day’s business.  A separate copy is maintained in the office until the case is resolved.





	Backout

	1
	Start from the DDS home screen

	2
	Under the “Processing Menu”, highlight “Backout” and select “Exchange Transactions”.  

	3
	In the “Exchanges” section, review the list to find the customer’s name to find the transaction that needs to get backed out. Clicking on a name will show the transaction details in the “Details” section of the screen.

	4
	With the correct transaction highlighted, click the “Backout” button.  

	5
	The Office Manager Authorization will pop-up, requiring the User ID and password of the DM

	6
	A confirmation window will show that the password was correct and approval granted, click OK.

	7
	A confirmation dialogue box will pop-up, click OK.  That transaction will disappear from the backout list.  When viewing transactions under a query, the transaction will still appear for audit purposes, but the “BO Indicator” will show Y  (backout indicator of Yes).





Module 4: Close a Business Day

	Transfer Sales Transactions to CPS 

	1
	On the Point Of Sale (POS) terminal screen, select “Reports” and then “Detail” for a detailed report. This is given to merchant at the end of the transaction.

	2
	Open and log into CPS

	3
	Select the “Collect Transactions” icon.

	4
	The “Collect Transactions” window will appear.

	5
	On the EC POS terminal press BATCH, “Enter Password” prompt appears, key the password “0000” on the POS and press enter.

	6
	On the Collect Transactions box, click “OK.”

	7
	The POS terminal transactions are transferred to the ECC laptop.

	8
	Once the POS transactions are transferred to CPS, CPS will send the terminal the latest HotList. When the process is complete, click “OK.” 

	9
	A detail report and a settlement report will print from the ECC POS terminal confirming the transfer.  Retain the detail report with your business for the day to return to the DA.

	10
	The ECC POS terminal will display the message “Process Completed.”





	Zip Transaction to Create TR File

	1
	Select Zip utility icon from the CPS tool bar.

	2
	Select “OK” on “Zip Transaction Files” window, and the transactions will be saved to the “Lists-Packages Folder.”

	3
	When zip process is complete, the zip information will display on the screen.  Note the name of the file created.  Click “OK”

	4
	The file is now ready to be placed on EC-AKO site.

	5
	Open the EC folder on the laptop and Select the “Lists-Packages” icon.

	6
	Select the appropriate folder, which was named in step 3 above.

	7
	Select the TR file and place it in the office shared drive and copy it to the ECC-AKO site.





	Create the Load Transaction Detail Report

	1
	From the CPS program window, select the “Reports” menu, highlight “Load Transaction Detail” and select “All Types”.

	2
	When “Load Transaction Detail Report” box comes appears, enter the appropriate dates needed (should be current day’s business), and click “OK”

	3
	The Load Transaction Detail Report will appear and should be printed and/or exported for use in balancing and to be provided to the DA.  Close the window upon completion.






	Create the Card Issuance Report

	1
	From the CPS program window, select the “Reports” menu, and select “Issuance”.

	2
	When “Issuance Report” box comes up, the current date should already be identified (if another date is identified or needed, use drop down box to change), Click “OK”

	3
	The Card Issuance Report will appear and should be printed and/or exported for the DA/DM’s use in card management.  Close the window upon completion.





	Closing an OTCnet Batch

	1
	Click “Batch Management” from the Check Processing tab

	2
	Under “Search Batch”, select or enter “Batch Search Conditions” or “Batch Status”

	3
	Under “Batch Search Conditions”, select the “OTC Endpoint” and input the “Cashier ID” or select  the radio button for “Open Batches” under the “Batch Status” section

	4
	Click “Search”

	5
	The Summary of Batches screen will appear showing all batches that matched your search criteria.  Use the radio button on the left to select the desired batch.

	6
	The batch should be reviewed for complete/correctness prior to clicking the Close Batch button.  If everything is in order, click the “Close Batch” button

	7
	A confirmation window will appear.  Click “Confirm”

	8
	The Batch Control screen will appear showing details of the batch that is getting closed.  The CCO/CCS must fill in the “Batch Control Count” and “Batch Control Amount”.  

	9
	Once the totals have been entered click “Next”.  

	10
	If the user does not enter the data, or enters incorrect totals, an error will appear stating that the user failed to balance the batch.

	11
	The Close Batch confirmation screen will appear giving the user one last chance to cancel the process.  If the batch is correct print the batch list at the bottom of the screen, then select “Confirm Report Print.”   If the cancel button is clicked the back will not be closed.

	12
	Print/Export the report for use in balancing and to provide the DA.  Close the window when complete.  

	13
	Batch totals will be sent to DDS.  Status windows will pop-up on the screen and will let you know when completed.

	14
	Click “Return to Batch Summary” when completed.





	Create DD117 for Military Payments

	1
	The cashier will need to create the DD117 cover vouchers for any military payments processed that business day.  To do this start from the DDS home screen.

	2
	Under the “Processing Menu” highlight Disbursements and select “Military Payments”

	3
	Click to the DD117 Tab

	4
	A warning box will pop-up informing the previous transaction needs to be cleared or finished.  Click “OK” to clear it since you are working on closing out procedures

	5
	Enter appropriate data in for the types of military payments made that business day.  In this case start with “Army” “Enlisted” “Active” “Cash” payments

	6
	A confirmation box will pop-up informing you to use the “execute query” button on the DDS toolbar

	7
	Click the “execute query” button on the DDS toolbar 

	8
	The query will populate the “Source List” section of the screen.   Review the list to find the customers you paid.

	9
	Highlight each customer the cashier paid and use the “>” button to move them to the “Destination List” section of the screen which will include that customer on the DD117.

	10
	Click Save when complete with that list. 

	11
	DDS will generate the DD 117 and an automated version of the DD1351-6 (which should match the manual 1351-6s used throughout the day by the cashier).  Print vouchers for use in balancing and to provide to the DA. 
*Repeat steps until all Military Payments made by the cashier have been grouped onto a DD117.  

	12
	Red Door out to the DDS home screen.





	Create automated DD2664

	1
	The cashier will need to print the DD2664 for all exchange transactions processed that business day.  To do this start from the DDS home screen.

	2
	Under the “Reports” menu and select “DD 2664 –Currency Exchange Record”

	3
	Confirm the correct Business Date and Cashier User ID is shown.  Click “OK”

	4
	DDS will generate the automated version of the DD 2664 (which should match the manual 2664s used throughout the day by the cashier).  Print for use in balancing and to provide to the DA.

	5
	Close the print window and Red Door out to the DDS home screen.





	Create DD 1081 Return to DA

	1
	The close out for the day, the cashier must return their business to the DA.  To do this start from the DDS home screen.

	2
	Under the “Reports” menu and select “DD 1081 – Statement of Agent Officer’s Account”

	3
	On the “Receiving User ID/Site” dropdown menu, select the user ID for your DA (DA110001)

	4
	Select the radio button for a “Full” return. 

	5
	The numbered buttons on the left hand side of the screen cause that line’s data to be refreshed when clicked.  They should be clicked through when completing your full return. Clicking lines 2 (USD) and 3 (FC) will bring up the denomination screen where the cashier will denominate their remaining cash on hand to return to the DA.

	6
	After clicking line 2 (USD), click the “safe” icon to denominate remaining currency. Click OK when completed

	7
	After clicking line 3 (FC), click the “safe” icon to denominate remaining currency. Click OK when completed.

	8
	Use the slider bar on the right of the 1081 screen, scroll down to click on line 7c (NI-Checks), click the “select all” button to return all checks to the DA. Click OK when completed.
Note: if checks were cashed during the day, but not present for the DD1081 return, the batch has not been closed in OTCnet yet.

	9
	After all cash, checks, vouchers, SVC loads and sales, etc have been designated for return to the DA, click line 12 to update the cashier’s remaining balance, which should update to a 0 balance.

	10
	Click the save icon to generate the DD1081

	11
	Print the DD1081 to obtain signatures and include with the day’s business.





	Trial DD2665

	1
	Local SOP may call for a “Trial 2665” to be included with the return to DA. To do this start from the DDS home screen.

	2
	Under the “Reports” menu and select “DD 2665 – Daily Agent Accountability Summary”

	3
	Click the print icon will generate the “Trial DD 2665” for review.  
Note: this can be done at any point during the business day to get a snapshot of total business and DDS counts of cash on hand, paid vouchers, etc.
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